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WIC CERTIFICATION AT A GLANCE

Applicant in WIC Category?
Infant <1 year

Child <5 years

Pregnant woman Yes
Postpartum woman
Breastfeeding woman

VVVVYVYY

Applicant has proof of Alaska Address?
Driver'slicense

Phone book listing

Voter registration

Library card

Bill with an address

Rent/mortgage receipt

Other

VVVVYVY

Applicant has proof of identity?
Driver’'slicense

Birth certificate

ID card

Medicaid document
Immunization record

Passport
Other

VVVVYVY

Yes

Applicant is physicaly
present?

Yes

Applicant isincome eligible?
» 185% of poverty, or
> Adjunctively digible

Yes

Applicant has |
nutritional risk?
» Height/weight
> Blood test |

> Diet history Yes
» Health history

Certify Applicant
Nutrition education

Food prescription/warrants
Referrals

YVVVYVY

Recertification

Next appointment
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Eligibility
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Residency
Requirement

Documenting
Residency

ELIGIBILITY DETERMINATION AND DOCUMENTATION

Anindividua can be certified for WIC if he or she meets requirementsin
each of four areas; categorical digibility, residency, income, and nutritional
risk.

Categorical Eligibility Requirement
The applicant must be in one of the following categories:
- Infant under one year of age
Child up to higher fifth birthday
Pregnant woman, throughout pregnancy and up to six weeks
postpartum
Postpartum woman, up to six months postpartum
Breastfeeding woman, up to one year postpartum (breastfed infant’s
first birthday)

Women whose pregnancies do not end in alive birth, due to miscarriage,
stillbirth or abortion, are considered postpartum and are categorically
eigiblefor al postpartum benefits. Regardless of the reason for the
termination of pregnancy or when the termination of pregnancy occurs, a
pregnant participant’s certification continues for up to six weeks
postpartum.

Residency Requirement

Residency is defined as the location or address where an applicant
routinely lives or spends the night. For military families, an APO address
with alocal military unit location is acceptable.

Applicants must be living in the State of Alaskato apply for WIC benefits
in Alaska. There are no lengths of time or fixed residence or mailing
address requirements. Applicants do not have to be aU.S. citizen.

Children are considered residents of the state if their parent/caretaker isa
resident. Persons are not required to live in ahouse or apartment. Living at
acampsite or in a car satisfies the residency requirement. However,
personsin Alaska solely for vacation are not considered residents. The
WIC application contains spaces for both a physical residence address and
amailing address. Both should be recorded, if available.

Documentation of Residency

All WIC applicants and new transfers must provide proof of residency.
Acceptable documentation includes current driver’slicense, listing inthe
telephone book or city directory, voter registration, library card, any bill
with an address on it, rent or mortgage receipts, any state, local or military
document that can only be obtained through proof of current state or local
residency, or other document that WIC staff consider adequate to establish
residency. Visua persona recognition by WIC staff does not constitute
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Recognition
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Aleutian
Pribilof
|dands

Association

Bristol Bay
Area Health
Corporation

proof of residency and thusis not acceptable. Further, requiring proof of
residency from all applicants, regardless of personal acquaintance, is
necessary to preclude the perception of a discriminatory practice.

However, visual personal recognition by WIC staff at issuance of warrants
or recertifications is allowed once initia proof of residency has been made.

Documenting Residency in Remote Villages

Individuals residing in aremote Indian or Native village may establish
proof of residency by providing only a mailing address and name of the
remote Indian or Native village. The documentation described above is not
required. A “remote Indian or Native village” isavillagelocated in arura
area, with a population of less than 5,000 inhabitants, and not accessible
year-around by means of a public road.

Thefollowing isalisting of Alaskan villages, by local agency service area,
which fit this definition.

Aleutian/Pribilof 1dands Association

Adak

Akutan

Atka

Attu

Cold Bay
Dutch Harbor
False Pass
King Cove
Nelson lagoon
NikolsKi

Sand Point
Shemya Station
St. George

S Paul
Unaaska

Bristol Bay Area Health Corporation

Aleknagik
Chignik
Chignik Lake
Chignik Lagoon

Clark’s Point
Dillingham
Egegik
Ekwok
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Chugachmiut

Kodiak Area
Native
Association

Maniilag
Association

Goodnews Bay
lgiugig
lliamna
Ivanoff Bay
King Salmon
K okhanok
Koliganek
Levelok
Manakotak
Naknek
Newhaen
New Stuyahok
Nondalton
Pedro Bay
Perryville
Pilot Point
Platinum

Port Allsworth
Port Heiden
Portage Creek
South Naknek
Togiak

Twin Hills
Ugashak

Chugachmiut:

Chugachmiut
ChenegaBay
Cordova
Tatitlek

Kodiak Area Native Association:

Akhiok
Karluk
Larsen Bay
Old Harbor
Ouzinkie
Port Lions

Maniilag Association:

Ambler
Buckland
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Deering
Kiana
Kivahnia
Kobuk
Kotzebue
Noatak
Noorvik
Point Hope
Selawik
Shungnak

Metlakatla Indian Community

M etlakatla

Metlakatla

North Slope Borough:

Anaktuvuk Pass

North Atgasuk

Slope Barrow
P K aktovik

Borough Nuigsut

Point Lay
Point Hope
Wainwright

Norton Sound Health Corporation:

Brevig Mission
NSg[Jtr?(;] Diomede
Elim

H ealth Gambell
Corporation Golovin

Koyuk
Nome

St. Michadl
Savoonga
Shaktoolik
Stebbins
Shishmaref
Teller
Unalakleet
White Mountain
Wales
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Southeast Alaska Regional Health Corporation:

Angoon

Southeast | Ve O
Alaska

. Craig
Regional Cube Cove
Health Edna Bay
Corporation Elfin Cove
Game Creek

Gustavus
Haines

Hobart bay
Hollis

Hoona
Hydaburg
Hyder

Kake

Kasaan
Klawock
Klukwan
Kupreanof
Lutak

Myers Chuck
Mosquito Lake
Naukati Bay
Pellican
Petersberg
Point Baker
Polk Inlet

Port Alexander
Saxman
Skagway
Tenakee Springs
Thorne Bay
Whale Pass
White Stone Logging Camp
Wrangell

Y akutat

Tanana Chiefs Conference:

Alatna
Tanana Allaket

Chiefs Artic Village
Conference Beaver
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Birch Creek
Canyon Village
Chalkyitsik
Eagle
Evansville

Fort Y ukon
Gaena

Hedy Lake
Hughes

Hudlia

Kaltag
Koyukuk

Lake Minchumina
McGrath
Medfra

Nikolai
Northway
Nulato
Rampart

Ruby

Stevens Village
Takotna
Telida

Tetlin

Venetie
Wiseman

Valley Valley Women' s Resource Center:
Womens
Resour ce Skwentna

Center

Women' s Resource and Crisis Center:

Women’s Halibut Cove
Resource Jakalof Bay
and Crisis Kachenak Selo
Center Nanwalex
Port Graham
Seldovia
Tyonek

Y ukon/Kuskokwim Health Corporation:

Akiachak

Page 1-6
Revision date12/16/2004



Chapter 1 - Eligibility, Certification and Coordination of Services

Yukon
Kuskokwim
Health
Corporation

Akiak
Alakanuk
Aniak

Anvil
Atmauthlauk
Chefornak
Chevak
Chuathbal uk
Crooked Creek
Eek

Emmonak
Grayling

Holy Cross
Hooper Bay
Kasigluk
Kipnuk
Kongiganak
Kotlik
Kwethluk
Kwigillingok
Lime Village
Lower Kalsag
Marshall
Mekoryuk
Mountain Village
Napakiak
Napaskiak
Newtok
Nightmute
Nunapitchuk
Oscarville
Pilot Station
Pitka s Point
Quinhagak
Red Devil
Russian Mission
. Marys
Scammon Bay
Shageluk

Nunam Iqua (Sheldon’s Point)

Sleetmute
Stony River
Toksook Bay
Tutuksak
Tununak
Upper Kalskag

Page 1-7
Revision date12/16/2004



Chapter 1 - Eligibility, Certification and Coordination of Services

Adjunctively
Documenting
Residency

Homeless
Applicants

Adjunctive Documentation of Residency
Local agencies may accept adjunctive documentation of residency for any
applicant who documents that he/sheiis:

Certified asfully eligible to receive Food Stampsin Alaska

Certified asfully eligible, or presumptively eligible pending completion
of the eligibility determination process, to receive assstance from the
Alaska Temporary Assistance Program (ATAP - formerly known as
AFDC

Certified asfully eligible, or presumptively eligible pending completion
of the eligibility determination process, to receive assistance under
Medicaid, including Denali KidCare

In these situations, a separate residency determination does not need to be
made by WIC staff to determine WIC residency €ligibility, because these
programs al require documentation of residency. Individuals are required
to document that they, or afamily member, are certified as éligible for one
or more of these programs by providing the following documentation:

Food Stamps - Food Stamp envel ope with name, address and date, or a
current dated notice from the Division of Public Assistance indicating
they are currently receiving Food Stamp benefits, or direct contact by
calling the Division of Public Assistance

ATAP - |etter of verification and printout of benefits, with name and
date

Medicaid - Medicaid “sticker” coupon with name and month of
participation

Applicants Without Housing

Homeless applicants physically residing in Alaska meet the residency

requirement. A homeless applicant is defined as a person who lacks a fixed

and regular nighttime residence, or whose primary nighttime residenceis:

- A supervised publicly or privately operated shelter (including welfare
hotel, congregate shelter, or shelter for victims of domestic violence).
Aningtitution that provides atemporary residence for individuals.

A temporary accommodation in the residence of another individual.
A public or private place not designed for, or ordinarily used as a
regular accommodation for human beings.

A tent or other camp.

The local agency should evaluate the individual circumstances of applicants
who are without housing to insure appropriate prescription of food items,
e.g., availability of adequate storage, cooking facilities. Specia food
packages for the homeless may be prescribed.

Applicantsin aFacility for the Homeless
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Migrant
Farmworkers

I ncar cer ated
Women

| dentity

Visual
Per sonal
Recognition

Acceptable
Proof of
| dentity

Homeless applicants who reside in a homeless facility or shelter that does
not serve congegrate meals are eligible for certification if they meet other
certification requirements. If afacility does have ameal service, persons
who are certified as high risk and consequently in great need of WIC are
eligibleif they meet other certification criteriaand will residein the
homeless facility for less than one month. WIC supplemental foods are to
be consumed only by the WIC participant(s).

Local agencies should provide information on program availability and
eigibility requirements to ingtitutions and shelters for the homeless.

Migrant Farmworkers

A migrant farmworker is an individual whose principal employment isin
agriculture on a seasonal basis, who has been so employed within the last
24 months, and who establishes, for the purposes of such employment, a
temporary residence. Loggers are considered migrant farmworkersif they
meet these criteria.

Incarcerated WWomen

Incarcerated pregnant or postpartum women are not eligible to enroll in
WIC until they are released, because inmates are provided with instituti onal
meals and would not routinely have individual kitchen privileges. Local
agencies should provide incarcerated women with WIC outreach materials
containing information on program benefits. The information should be
given to each ingtitution’ s nursing office for distribution to inmates.
Outreach materials should include WIC clinic addresses and telephone
numbers to facilitate contact with release after women are released.

Their current guardian may enroll eligible infants and children of
incarcerated women in WIC.

Proof of Identity
Local agency staff must check the identity of each participant at certification
and of each participant or alternate when issuing warrants.

Visua personal recognition of participants and alternates by WIC staff at
issuance of warrants or recertifications is allowed onceinitial proof of
identity has been made at the first certification.

What Consgtitutes Reasonable Proof

For an infant or child, an immunization record, birth certificate, or other
record that WIC staff consider adequate to establish identity will be
considered acceptable. For women, optimal forms of identity are photo
identity such asacurrent driver’s license, military ID or passport. Other
acceptable forms include documentation of participation in Medicaid
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Documenting
| dentity and
Residency

Physical
Presence at
Certification

(including Dendli KidCare), Food Stamps, ATAP, awork or school identity
card, pay stubs, voter registration card, birth certificate, health or hospital
records, or immunization records. A victim of theft, loss, or disaster who
may have no proof of identity may sign awritten statement attesting to their
identity, using the No Proof Form at the end of this Chapter.

Documentation of Residency and | dentity
A photocopy of documentsin participant filesisideal. For practical
purposes, it may be more feasible to make a notation of the type of
documents (e.g., current driver’ slicense, pay stubs, etc.) that were viewed
which validate residency and identity.
Notation in the “ Office Use Only” box on the Family Information Form
or
Notation in the text field of the (Family Comments) section in the
compulter.
Notation of the type of document viewed is required, along with the
signature of the WIC staff.
An applicant with no proof of identity and/or residency must sign a
statement attesting to his or her identify and residency, using the No Proof
form at the end of this chapter. This must include a brief notation explaining
why the applicant could not produce proof of identity or residency.

Physical Presence Requirement

WIC regulations require individuals who apply for participation in the WIC
Program to be physically present at the initial WIC certification and
subsequent recertifications, except in certain limited circumstances.

Exceptions to this requirement may be allowed for individuals whose
disability/ies cause them to be unable to be physically present at the WIC
clinic because of: (1) amedical condition that necessitates the use of
medical equipment that is not easily transportable; (2) amedica condition
that requires confinement to bed rest; or (3) a seriousillness that may be
exacerbated by coming in to the clinic.
Exceptions may also be alowed if physical presence would present an
unreasonable barrier to participation for certain infants and children.
Physical presence is not required in the following situations:
Aninfant or child:
Who was present at hig’her initial WIC certification; and
Has a documented ongoing health care from a provider other than the
local agency; or
Aninfant or child:
Who was present at hig’her initial WIC certification; and
Was present at aWIC certification or recertification determination
within the one year period on the date of the most recent certification or
recertification determination; and
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| ncome
Eligibility

Is under the care of one or more working parents or one or more
primary caregivers whose working status presents a barrier to bringing
the child to the WIC clinic; or

For infants under 8 weeks of age who cannot be present at the time of
certification (for a reason determined appropriate by the local agency).

For persons mailing applications to a WIC clinic from arural “bush”
community, the public health nurse or village health worker assisting with
the WIC certification isto verify that the applicant has been seen in person.

A checkbox on the WIC application form will be used by the certifier to
verify that the applicant was physically present. If the certifier alows an
exception for one of the reasons listed above, thiswill be noted by the
certifier on the application form. Thiswill be monitored in chart audits
done as part of management evauations.

Income Eligibility Requirement

It must be documented that an applicant’sincomeis at or below 185% of
the current federal poverty level, unless the applicant is already certified
for Medicaid (including Denali KidCare), Food Stamps, Free or Reduced
Price School Lunch, or the Alaska Temporary Assistance Program (ATAP-
formerly known as AFDC).

The AKWIC computer system is programmed to cal culate incomes for
multiple payment intervals and includes an option for the Permanent Fund
Dividend.
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Income Eligibility Guidelines

The following income eligibility guidelines are in effect for the period of
July 1, 2004 to June 30, 2005.

HOUSEHOLD SIZE | ANNUAL MONTH WEEK
O 21,516 1,793 414
2 28,879 2,407 556
S 36, 242 3,021 697
Do, 43,605 3,634 839
D 50,968 4,248 981
I 58,331 4,861 1,122
T e, 65,694 5,475 1,264
< S 73,057 6,089 1,405
For each additional

family member add: | +7,363 +614 +142

These guidelines are revised each
year. The new guidelines are sent
annually to all local agencies by
the state WIC office. Therevised
guidelines are put into the
AKWICC computer system
annually by the state W1 C office.
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Definition of Income

Income is defined as monetary compensation for services. It includes net
income from self-employment after the deduction of business expenses.
Both income levels and family size are critical components of the WIC
income dligibility process. Family size and income must be recorded in the
participant’sfile.

Income is calculated as gross cash income before deductions for income
taxes, employee’ s socia security taxes, insurance premiums, child support,
bonds, and smilar payments. It includes the following:
- Monetary compensation for services, including wages, saary,

commissions, or fees.

Net income from farm and non-farm self-employment.

Dividend payments received from Alaskan Native/Tribal

Corporations.

Socia Security.

Dividends or interest on savings or bonds, income from estates or

trusts or net rental income.

Public assistance or welfare payments.

Government civilian employee or military retirement or pensions

or veteran's payments.

Unemployment compensation, workman’'s compensation for lost

income, and severance pay.

Private pensions or annuities, lump sum payments such as gifts,

inheritances, and lottery winnings.

Alimony and
Child Support

Alimony or child support payments.
Regular contributions from persons not living in the household.

Net royalties.

Student financial aid used for room, board, and/or dependent care
EXpenses.

Other cash income. Other cash income would include, but would
not be limited to, Permanent Fund Dividends. The Alaska
Permanent Fund Dividend (PFD) should be counted for WIC
eligibility in one of the two following ways:

Permanent
Fund
Dividend

1. Aspart of annua income.

2. Divided by 12 and counted as monthly income.

Cash amounts received or withdrawn from any source including
saving, investments, trust accounts, and other resources which are
readily available to the family.
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Exclusions from Income
When determining eligibility for the WIC Program, income or benefits from
the following programs are not considered income:
- Benefitswhich are of value but are not provided in the form of cash
(in- kind benefits).
Military off-base housing allowance.
Military Cost of Living (COLA) alowance.
Reimbursements from the Uniform Relocation Assistance and Real
Property Acquisition Policies Act of 1970 (Pub. L. 91-646, Sec.
216, 42 U.S.C. 4636).
Any payment to volunteers under Titlel (VISTA) and Titlell
(Retired Senior Volunteers Program, Senior Companions Program,

|ncome
Exclusons

and Foster Grandparents Program) of the Domestic Volunteer Act
of 1973.

Payment to volunteers under section 8(b)(1)(B) of the Small

Business Act (Services Corps of Retired Executives and Active
Corps of Executives).

Income derived from certain submarginal land of the United States
which isheld intrust for certain Indian tribes (Pub. L. 94-114, Sec.
6, 25 U.S.C. 459¢).

Payments received under the Job Training Partnership Act (Pub.
97-300, Sec. 142(B), 29 U.S.C. 1552 (b). Example, Adult and

Y outh Training Programs, Summer Y outh Employment and Training
Programs, Dislocated Worker Programs, Programs for Native
Americans, Migrant and Seasonal Farmworkers Program, V eterans
Employment Program, and Job Corp.

Income derived from the disposition of funds to the Grand River
Band of Ottawa Indians (Pub. L. 94-540, Sec. 6).

Payments recelved under the Alaska Native Claims Settlement Act
(Pub. L. 94-204, Sec. 4(A), 43 U.S.C. 1626).

The value of assistance to children or their families under the
National School Lunch Act as amended, the Child Nutrition Act of
1966, the Food Stamp Act of 1977 (National School Lunch
Program, Special Milk Program, School Breakfast Program,
Summer Food Service Program, Child and Adult Care Program,
Food Stamp Program, and Food Distribution Program on Indian
Reservations.

Payments by the Indian Claims Commission to the Confederated
Tribes and Bands of the Y akima Indian Nation or the Apache Tribe
of the Mescalero Reservation (Pub. L. 95-433, Sect. 6, (¢), 25
U.S.C. 609c-1).

Payments to the Passamaguoddy Tribes and Penobscot nation or
any of their members received pursuant to the Maine Indian Claims
Settlement Act of 1980 (Pub. L. 96-420, Sect. 6, 9(c), 25 U.S.C.
609c-1).
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|ncome
Exclusons

Payments under the Low-income Home Energy Assistance Act, as
amended (P.L. 99-125).

Student Financial assistance received from any program funded in
whole or in part under Title 1V of the Higher Education Act of 1965
(Pell Grant, Supplemental Education Opportunity Grant, State
Student Incentive Grants, Perkins Loans, Plus Loans, College Work
Study, Stafford Loans, Supplementa Loans for Students, and Byrd
Honor Scholarship). The money must be used towards tuition and
fees, costs for rental or purchase of any equipment, materias, or
supplies required of all students in the same course of study; and
miscellaneous personal expenses. A student receiving assistance
from any of the above mentioned programs must be attending
classes at least on a half time basis.

Payments under the Disaster Relief Act of 1974, as amended by the
Disaster Relief and Emergency Amendments of 1989.

Payments pursuant to the Agent Orange Compensation Exclusion
Act.

Payments received for War-time Relocation of Civilians under the
Civil Liberties Act of 1988 (Japanese Internment Camps).

The value of any child care payments made under section 402
(9)(1)(E) of the Socia Security Act, as amended by the Family
Support Act (AFDC Child Care Program, Title VI A Child Care
Program, and JOBS Child Care Program).

The value of any "at-risk" block grant child care payments made
under section 5081 of P.L. 101-508 (At-Risk Child Care Program).
Mandatory salary reduction amount for military service personnel
which is used to fund the Veteran's Educational Assistance Act of
1984 (Gl Bill), as amended.

Payments received under the Cranston-Gonzales National
Affordable Housing Act, unless the income of the family equals or
exceeds 80 percent of the median income of the area;.

Payments received under the Housing and Community Development
Act of 1987, unless the income of the family increases at any time
to not less than 50 percent of the median income of the area.
Payments received under the Sac and Fox Indian claims agreement.
Payments received under the Judgment Award Authorization Act as
amended.

Payments for the relocation assistance of members of Navagjo and
Hopi Tribes.

Payments to the Turtle Mountain Band of Chippewas, Arizona.
Payments to the Blackfeet, Grosventre, and Assiniboine tribes
(Montana) and the Papago (Arizona).

Payments to the Assiniboine Tribe of the Fort Belknap Indian
community and the Assiniboine Tribe of the Fort Peck Indian
Reservation (Montana).
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Payments to the Red Lake Band of Chippewas.

Payments received under the Saginaw Chippewa Indian Tribe of
Michigan Distribution of Judgment Funds Act.

Payments to the Chippewas of Mississippi.

Lump sum payments such as reimbursements received from
insurance companies for loss or damage of real or personal
property (such as ahome or acar) and payments that are intended
for athird party to pay for a specific expense (such as payment of
medical bills resulting from an accident or injury).

Payments received under the Old Age Assistance Claims
Settlement Act, except for per capita sharesin excess of $2,000, as
an income exclusion.

The value of any child care and development block grant program
payments, as amended in 1992.

Payments received under the Carl D. Perkins VVocational and
Applied Technology Education Act Amendments of 1990 (Pub L.
101-392, sec. 501, 20 U. S. C. sec. 2466d)."

Income Deter mination Required

All applicants must provide proof of income eligibility or proof of
adjunctive eligibility. All questions regarding income digibility on the
application form are to be answered. If the applicant does not know the
answer, this should be stated rather than leaving the question unanswered.

Self-declaration, which means the verbal reporting of income by an
applicant, is not permitted, except in the specia circumstances detailed
below.

Documentation of Income

Current paycheck stubs or earnings statements, W-2 forms with the
corresponding income tax return, check stubs from unemployment
compensation checks, aletter from the employer, or other appropriate
documents sufficient for establishing the current family income level of the
entire economic unit are acceptable forms of documentation. Someonein
the community (such as acommunity health representative, social service
worker, minister, priest or rabbi) may provide verification of income.
Applicants must submit documentation substantiating reported income for
all members of the economic unit.

A photocopy of the actual documentation placed in the participant’sfile
isoptimal. It may be more practical to place a notation in the file of the
specific types(s) of documentation that were viewed.

This notation may consist of an appropriate annotated box on the
Documentation of Identity, Residency and Income form at the end of this
chapter or
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Documentation
of Adjunctive
Eligibility

Notation in the “Office Use Only” box on the Family Information Form

or

Notation in the text field of the (Family Comments) section in the

compulter.
This procedure should be followed for both regular and adjunctive
eligibility documentation. The signature of the WIC staff person on the
“Office Use Only” portion of the application form is accepted as
verification that the staff person examined, and accepted as valid, the
documentation provided by the applicant. Notation of the type of document
viewed is required, along with the signature of the WIC staff.

Adjunctive Eligibility

Loca agencies must accept as adjunctively income-eligible for the WIC

Program any applicant who documentsthat he/sheis:
Certified asfully eligible to receive Food Stamps
Certified asfully eligible, or presumptively eligible pending completion
of the digibility determination process, to receive assistance from the
Alaska Temporary Assistance Program (ATAP - formerly known as
AFDC), or amember of afamily that is certified eligible to receive
assistance from ATAP
Certified asfully eligible, or presumptively eligible pending completion
of the eligibility determination process, to receive assistance under
Medicaid (including Denali Kid Care), or amember of afamily in
which a pregnant woman or an infant is certified eligible to receive
assistance under Medicaid
A member of afamily in which achild iseligibleto receive Free or
Reduced Price School Lunch

In these Situations, a separate income determination does not need to be
made by WIC staff to determine WIC income digibility. Individuals are
required to document that they, or afamily member, are certified as eligible
for one or more of these programs by providing the following
documentation:

Food Stamps - Food Stamp envelope with name, address and date, or a
current dated notice from the Division of Public Assistance indicating
they are currently receiving Food Stamp benefits, or direct contact by
calling the Division of Public Assistance

ATAP - letter of verification and printout of benefits, with name and
date

Medicaid - Medicaid “sticker” coupon with name and month of
participation

Free or Reduced Price School Lunch - acopy of the letter notifying the
family of digibility, with name and date
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Members of families with children currently enrolled in Head Start who
meet the Head Start income limits are adjunctively income-eligible for
WIC. A dated letter of verification isrequired. For amember of theten
percent of Head Start enrollees who are not required to meet the Head Start
income limits, a separate income determination must be made by WIC staff
to determine WIC digibility.

Income Certification for Certain Alaska Natives

Alaska Native and American Indians who reside in the service area of local
agencies where the mgjority of the Native households have incomes at or
below the State agency’ sincome dligibility guidelines may use an income
certification system under which the local agency informs each Native
applicant household, in writing, of the maximum family income alowed for
that applicant’s family size.

Prior authorization for using this income certification system must be
received from FNS and the state agency. The local agency must ensure that
the applicant, or the applicant’s parent or caretaker, signsthe “WIC Alaska
Native/American Indian Income Certification” form found at the end of this
chapter. Thisisastatement that the applicant’ s family income does not
exceed the maximum. The local agency may verify the income dligibility of
any Native applicant.

Thelocal agencies currently authorized to use thisincome certification
system are:
- Bristol Bay Area Health Corporation

Maniilag Association

Metlakatla Indian Community

Norton Sound Regional Health Corporation

Tanana Chief’ s Conference

Y ukon-Kuskokwim Health Corporation

Thisincome certification system applies only to Alaska Native and
American Indian applicants at these six local agencies. All non-native
applicants at these six agencies are required to follow the regular income
documentation process. All Native and non-Native applicants at other local
agencies must follow the regular income documentation process.

Self-Declaration of Income

Self-declaration, the verbal reporting of income by an applicant, is not
permitted, except under the following special circumstances: applicants
lacking proof of income at certification appointment and applicants
reporting zero income.
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Applicants Lacking Proof of Income at Certification Appointment

WIC staff should clearly communicate to applicants the kinds of information
they need to bring to the clinic for review at their first certification
appointment. Nevertheless, for “walk-in" applicants and those who fail to
bring proof of income to the certification appointment, the following
procedures are acceptabl e;

If the applicant receives Food Stamps, Medicaid, ATAP, or Free or
Reduced Price School Lunch, the local agency may contact the
appropriate social services office to verify that the applicant is
adjunctively eligible.

The local agency may inform the applicant of what congtitutes
acceptable proof of income, make a new certification appointment
within the timeframes for meeting certification processing
standards, and certify only with income documentation.

The local agency may screen for income eligibility based on self-
declaration using the No Proof Form and, if eligible, provide 30
days of food benefits. Thelocal agency must require that the
appropriate documentation be provided within 30 days for benefits
to continue. Local agency staff must inform the participant that
repeated failure to comply with the income documentation
requirement is cause for disgualification, suspension, or
discontinuation of benefits. If the applicant failsto provide the
documentation within the 30-day time limit, or is determined to be
over income, the individual shall be determined ineligible and
benefits should cease. The applicant would not be required to pay
back the benefits received for that one month. If the applicant
returns within the 30-day time period with the documentation and
found eligible, the applicant should be certified for the certification
period beginning with the month benefits were initially provided.
The option to receive 30 days of food benefits must not be used if
an applicant repeatedly comes to certification appointments or
mails application forms without any income documentation.

If the applicant isin asituation unlikely to yield written
documentation of income, such as for a homeless woman or child,
or amigrant farmworker or person who works for cash, requiring
income documentation may pose an unreasonable barrier to
participation. Such applicants may self-declare income. The No
Proof Form found at the end of this chapter must be used for
documentation. The documentation must include a statement of why
the applicant cannot provide documentation of income, and must be
signed and dated by the applicant.
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Applicants Reporting Zero Income

All applicants declaring zero income must be thoroughly screened and
prompted to describe in detail their living circumstances and how they
obtain basic living necessities such as food, shelter, medical care and
clothing. WIC staff can assist applicants at truly zero income not only with
WIC services but also through referrals to local sources of aid and
assistance.

Zero family income is alegitimate situation. However, given WIC's
definition of family size and income, which isagroup of related or
unrelated persons sharing financia and other resources, applicants
declaring zero income should be asked questions such as: Where is your
family getting food? Whereisyour family living? How long has the family
been without income? WIC’s income eligibility process requires
determination of income and family size on the basis of the economic unit
sharing resources. For example, an unemployed pregnant woman with no
personal income living with afriend who provides shelter, water,
electricity and food to her in return for her care of the friend’ s two children
may unintentionally and honestly report zero income as afamily or two
(herself and her unborn child). In this example, the applicant should be
counted as a part of the larger economic unit, that is, afamily of five with an
income that is the friend’ sincome.

Applicantstruly reporting zero income must be asked to sign a statement
attesting that they have no income. The statement must include a description
of how the applicant meets basic expenses.

In most cases, an applicant’s financial circumstances change and they will
not remain at zero income indefinitely. Therefore these participants should
be asked to bring in documentation of income as soon as they begin to
receive any income.

Income Documentation and Alien Status

Providing income information is a sensitive issue for some people.
Individuals who have lega aien status, for example, may feel threatened or
unsure about sharing documents with any government agency, for fear that
this could affect their immigration status. These gpplicants should be
reassured that al information in their filesis confidential and will be used
for health and nutrition services purposes only.

Public Charge Issue

“Public Charge” isaterm used by the Immigration and Naturalization who
depend on public benefits such as welfare. Depending on aperson’s
immigration status, the INS can refuse to | et that person re-enter the US, or
become a permanent resident or citizen, because they are considered a
public charge who cannot support themselves.
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Applicants should be told that being on WIC does NOT make an alien a
public charge. WIC benefits cannot be denied to any aliens who have used
WIC, and the INS cannot request that aliens repay any WIC benefits they
have received. Itisthe INS and State Department’ s position that receipt of
WIC benefits will not have any effect on an individual’ s application for
immigration or citizenship benefits.

WIC isavailable to foreign citizens, including foreign students residing in
the United States, provided they meet program eligibility requirements.
Alien status cannot be afactor in eligibility determination.

Income Documentation and Presumptive Eligibility

It isimportant not to confuse income documentation procedures with
presumptive eligibility. A pregnant woman who is certified for Medicaid
is presumptively eigible to participate in WIC. She may be certified
immediately without waiting until a nutritiona risk determination is made,
but her income digibility must be determined at the time of initial
certification. Only the nutritional risk assessment can be delayed 60 days
after the woman is certified for participation.

Annua vs. Current Income

Local agencies should consider the income of the family during the past
twelve months and the family’ s current rate of income to determine which
indicator more accurately reflects family income status. For example, if
adult members of afamily are employed in fishing during the summer
months, but are unemployed for the rest of the year, the income earned
during the summer months should be averaged over the entire 12-month
period to determine income eligibility.

Military Income

In determining income digibility of any applicant whose family contains
one or more military members, all gross income should be counted except
the value of in-kind housing: Basic Allowance for Housing (BAH), Family
Separation Housing (FSH) and Overseas Housing Allowance (OHA). Also
excluded from determining income eligibility is the value of the Cost of
Living Allowance (COLA), mandatory salary reductions for the Gl Bill and
other in-kind benefits. COLA is not considered income for WIC income
verification in Alaska. Basic Allotment for Sustenance (BAS) is considered
income. Military off-base housing is not considered income. Additional
monetary allowances provided to military personnel stationed in areas with
higher than average housing costs, such as Basic Allowance for Quarters
(BAQ) or Variable Housing Allowance (VHA), are not considered income.

If amilitary family has one or more members stationed overseas or away
from home who are receiving additional military compensation such as
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hazardous duty or combat pay, family separation allowance, and/or foreign
duty pay, thisis counted as family income. This additiona income may
only be provided on atemporary basis. If thisisthe case, the family’s
income should be averaged over the past 12 months.

Applicants from families in which one or more family member are military
reservists who have been placed on active duty may experience dramatic
changes in their income sources and total gross income such that they may
become eligible for the WIC Program. In this circumstance, the family’s
income digibility is determined based on the family’ s current rate of
income (while the reservist is on active duty), as opposed to income
received over the past 12 months.

Migrant Farmworkers

Migrant farmworkers and their family members with expired Verification of
Certification documentation from another state are income eligible for the
Alaska WIC Program if the expiration date on the documentation is no more
than twelve months ago. Their income does not have to be checked again
until their next certification. This appliesto income dligibility only. These
applicants must till meet other eigibility criteria before they can be
certified for the Alaska WIC Program.

Determining Family Size

Definition of Family

A family isagroup of related or nonrelated individuals who are living
together as one economic unit (except that residents of a homeless facility
or institution are not considered members of asingle family). Family
members share income and consumption of goods and/or services.

It is reasonable to assume that persons (other than the homeless and those
living ininstitutional settings and homeless facilities) living in the
residences of others, are receiving some degree of support and some
commingling of resources which makes them members of the economic unit
inwhich they live. However, with appropriate documentation, such as
proof or fair proration of rent and all living and economic unit expenses,
and proof of ability to finance personal expenses such as transportation,
child care, and health and medical costs, it is possible to establish that more
than one economic unit lives under one roof.

Active Military Families

Local agencies may be confronted with dramatic household composition
changes for military family membersin which military service personnel
are deployed overseas or assigned to amilitary base and temporarily absent
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from home. There are three options in determining family composition and
income.
Military personnel serving overseas or assigned to a military base,
even though they are not living with their families, are considered
members of the household or economic unit. The income received
by military individuals and all other income received by members
of the economic unit is counted as household income.
Count the children as a separate economic unit. To be counted as a
separate economic unit the unit must have its own source of income,
or child allotment(s). If the child allotment(s) is not considered
adequate, the next option below is to be used.
Consider the children to be part of the economic unit of the
person(s) they are residing with; therefore, family composition and
income would be determined on this basis.

Adopted Child

When afamily has adopted a child, or accepted legal responsibility for a
child, the child is counted in determining family size. The size and income
of that family is used to determine the child's income eligibility for WIC.

Child Away from Home

A child residing in a school or institution, whose support is being paid by
the parent or guardian, should be counted in determining the family size of
the parent or guardian. Even though this child isliving apart from his/her
parent or guardian for the majority of the time, the child is counted as part

of the family, since the family continues to provide economic support for the
child.

Children in the Temporary Care of Friends or Relatives
Local agencies may elect any of the following options, depending on
individual family circumstances:

Count the absent parents and their children as the economic unit as would
have been the case prior to the parents’ departure. Use of this option would
be dependent on whether the local agency can reasonably determine, based
on available data, the total gross income of that economic unit.

Count the child(ren) as a separate economic unit. To be considered a
Separate economic unit, the unit must have its own source of income, e.g.,
child allotment(s).

If option one or two is not feasible, consider the child(ren) to be part of the
economic unit of the caretaker and determine family size and income on that
basis.

Page 1-23
Revision date12/16/2004



Chapter 1 - Eligibility, Certification and Coordination of Services

Cohabitation

Emancipated
Minor

Foster
Child

Pregnant
Woman

Proof of
Pregnanc

Cohabitation

Individuals who cohabitate (live together) as domestic partners are
considered part of the same household or economic unit and are therefore
counted in making a determination of household size. Thisincludes same
gender domestic partners. Income of the domestic partner isincluded in the
total household income.

Emancipated Minor

For purposes of determining eligibility for WIC services, the determinant of
whether aminor is emancipated - and thus a separate economic unit - is
whether or not the minor is supporting herself, without economic support
from other persons. If sheisliving at home but supporting herself and not
receiving any economic support from her family other than shelter, sheis
considered a separate “family” or economic unit for purposes of income
eigibility determination.

Foster Child

A foster child living with afamily, but remaining the legal responsibility of
awelfare or other agency, is considered afamily of one. The payments
made by the welfare agency or from any other source for the care of that
child are considered to be the income of that foster child. If the annual
income for the foster child is at or below the income criterion, the foster
child isincome eligible for WIC benefits.

A foster child who remains the legal responsibility of awelfare or other
agency cannot confer adjunctive income eligibility to family members, since
afoster child is considered a one-person household for WIC purposes.

Pregnant \WWoman

A pregnant woman is counted as two (or more, depending on the number of
embryos or fetuses) persons for the purpose of determining family size, and
thus income dligibility, for her and for her other children. If the pregnant
woman is carrying multiple fetuses, the family sizeisincreased by the
number of embryos or fetuses sheis carrying.

Local agencies are not required to implement this policy inindividual cases
where counting her fetus as a separate individual conflicts with her cultural,
personal, or religious beliefs. However, the information must be recorded
in the participant’ sfile.

Eligibility of Other Family Membersin Pregnant Woman's Family

In situations where the family size has been increased for a pregnant
woman, the same increased family size may also be used for any of her
categorically eigible family members.

Proof of Pregnancy
If an applicant’ s status as a pregnant woman is not visibly apparent, proof
of pregnancy isrequired. If an applicant says sheis pregnant but does not
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have written proof at the time of her application, the local agency should
allow areasonable period of time, not to exceed 90 days, for the applicant
to provide the requested documentation of pregnancy, unless the pregnancy
becomes visibly apparent during that period of time. If proof is not
provided in 90 days and the pregnancy is still not apparent, benefits should
not continue to be issued until proof is provided.

Proof of multiple birthsis asked of the applicant as part of the eligibility
determination process. However, this must not be a barrier to participation.
An applicant may self-declare that she is pregnant with multiple fetuses.
The applicant is asked to bring proof at the next appointment, or as soon as
possible.

Separate Households
A child is counted in determining the family size for the parent or guardian
with whom the child lives at least 50 percent of the time.

For example: amother and father are divorced. The mother and child live
together at least 50 percent of the time and receive child support payments
from the father. The father has remarried and lives with his new wife who
is expecting ababy. The new wife and the ex-wife apply for WIC benefits.
The ex-wife and her child are afamily of two, and the child support
payments are counted asincome. The husband, new wife and unborn child
have afamily size of three (or four, if the child from the first marriage is
living with the father 50 percent of the time). The child support payments
cannot be deducted from the father’ s income and the child living with the
ex-wife cannot be counted in the father’ s family.

Separate Households With Joint Custody

When parents have joint custody and maintain separate households, either
parent may apply for their child providing they have custody of the child at
least 50 percent of the time. The other parent may not aso apply for
benefits for that same child. The benefits for the child will be provided by
the local agency only through the parent who made the application. It isthe
responsibility of the two parents to mutually agree on sharing of the child's
supplemental foods. The parent who did not make theinitia application for
the child may make applications for herself and for other child(ren) residing
with her, and can count the child receiving WIC benefits through the other
parent as part of her household size.

For example: Child A’s parents have joint custody, each for 50 percent of
the time. Child A’s mother has been approved for WIC benefits for Child A,
and Child A is counted in determining the size of her household. The two
parents decide on how to share the child’s WIC foods between the two
households. Child A’sfather has remarried, and applies for WIC benefits
for other children in his new household. He can aso count Child A as part
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of his household size in applying for benefits for the other children. He
cannot deduct child support he pays for Child A in determining income for
his new household.

Mid-Certification Income Disqualification

Local agencies are required to disqualify and terminate a participant in the
middle of a certification period if the participant volunteers the information
that they are over income, or afamily member isfound income ineligible at
recertification.

A participant is not automatically disqualified mid-certification due to the
fact that he or she no longer participates in one or more of the programs for
which they were originally determined adjunctively income dligible.
Income digibility must be re-determined when a participant no longer
participates in a program which originally entitled him or her to adjunctive
eligibility. Eligibility is redetermined based on WIC income guidelines and
disqualification made only after all other options are reviewed.

For example: Child X was certified, using participation in Alaska
Temporary Assistance Program (ATAP - formerly known as AFDC) as
proof of adjunctive income eligiblity. Child X’sfamily ceases participating
in ATAP during Child X’ s certification period. Child X is not
automatically disqualified mid-certification. Instead, the family is asked if
they participate in any other program which would make Child X
adjunctively eligible for WIC. If they do, Child X may continue receiving
WIC services under the new adjunctive digibility. 1f the family does not
participate in any of the other qualifying programs, then their incomeis
evaluated to determing income eligibility. If their income falls within WIC
income guidelines, Child X may continue receiving WIC services. If the
income is above WIC income limits, then Child X can no longer receive
WIC services.

Nutritional Risk Eligibility Requirement

To be certified as digible for the program, applicants who meet the
categorical, residential and income eligibility requirements of this section
must also be determined to be at nutritional risk. See the Nutritional Risk
Section in Chapter 2 for information on the determination of nutritional risk
eligibility.

Documentation in Participant Files

Definition of Participant File

Participant files or records are defined as papers, files, accounts, writings,
including notes of counseling and conversations, and other items, regardless
of format or physical characteristics, that are developed or received by the
WIC program, or by a health care provider or referral source for the WIC
program that contain information pertaining to a participant and that is
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preserved for itsinformational value or as evidence of the operation of the
WIC program. Thisincludes AKWIC computer files. Paperless systems
must include reliable and secure protocols. For example, Section 246.26 of
the WIC regulations requires that only individualsinvolved in the
administration and enforcement of the program are authorized to access
confidential WIC information. Electronic systemmust protect against
unauthorized access to confidentia program information.

Minimum Requirements for Contents of Participant Files
The following, at aminimum, must be kept in each participant’ sfile:

Application Form(s). The WIC Family Information application form
with the parent or guardian’s signature on the WIC Rights and
Responsibilities section must be kept in the file of the parent or
guardian if more than one member of afamily is participating in WIC.
This form must be kept in the paper file.

Documentation of identity, resdency and income. This may be
photocopied, or in the form of notation of the type of documents
examined. This notation may consist of an appropriate annotated box on
the Documentation of Identity, Residency and Income form at the end of
this chapter. Thisform must be kept in the paper file.

Nutrition Care Plan for high risk participants (paper or computer file).
Dietary assessment form must be kept in the paper fileif the participant
is certified with anutritional risk factor of inadequate diet.

Signed receipts for food warrants or mailed food boxes (must be kept
for two years after issue date only). They can be kept in the
participant’sfile or in a separate set of files organized for ready
retrieval when receipts need to be examined.

Progress notes and documentation of need for Ready-to-Feed formula, if
prescribed (paper or computer file).

Notification of Termination. Thisform must be kept in the paper file.

The following documents must also be placed in the participant’ sfile, if
applicable:

Enteral Nutrition Prescription Request forms for non-contract formulas,
special medical formulas or Food Package I11. This form must be kept in
the paper file.

Referral forms.
Alaska WIC Program Complaint Form. This form must be kept in the

paper file.
Lost or Stolen WIC Warrant Report. Thisform must be kept in the paper
file.

Civil Rights Complaint Report. This form must be kept in the paper file.
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Retention of Participant Records

Paper Files

At aminimum, the documents listed above which must be kept in the paper
file of a participant, must be retained at the appropriate local agency clinic
site for one year after termination of the participant from the program. In
addition, the file must be archived for an additional two years.

Signed receipts for food warrants or mailed food boxes can be kept for two
years after issue date only, instead of the full three year retention period
required for other documentsin afile as described above. They can be kept
in the participant’ s file or in a separate set of files organized for ready
retrieval when receipts need to be examined.

Computer Files

The retention of computer filesis a state agency responsibility. All data
will be retained for at least three years. Management of thisdataisaso a
state agency responsibility.

COORDINATION OF CERTIFICATION ACTIVITIESWITH
OTHER HEALTH AND SOCIAL SERVICES

Required Referral Information
Local agencies are required to make information on the following available
to all adults applying or re-applying for themselves or on behalf of others:
Food Stamp Program
Early Periodic Screening, Diagnosis and Treatment (EPSDT)
Alaska Temporary Assistance Program (ATAP- formerly known as
AFDC)
Immunizations
Child Support Enforcement (CSE)

Medicaid Referral Requirement
Local agencies are required to provide written material on Medicaid/DKC
services and income guidelines.

Federal welfare reform initiatives eliminates required referrals to the Food
Stamp Program, ATAP and CSE from federal regulations, but the state of
Alaska continues to require these referrals.

Referral Systems
Local agencies are required to coordinate services, and develop referral
systems with the following local health care providers, if the programs exist
in their geographical service area:

Prenatal and postnatal care programs
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Immunization programs

Family planning programs

Healthy Families

EPSDT

Expanded Food and Nutrition Education Program (EFNEP)
School clinics

WEéll-child programs

Community health centers

Breastfeeding promotion entities

Substance abuse prevention and treatment programs
Child protective services

Dental services

Domestic violence prevention and intervention programs
Food Banks and other food assistance programs
Homeless facilities

Infant Learning Programs (ILP)

Foster care agencies

Public Assistance

The primary referral methods used by local agencies for referral to other
health care and socia service programs include:

Verbal referrals to participants

Telephone callsto referral agencies

Written literature on referral agencies

Referral documentation can be done in one of the following areas:
In the computer on the “ Certification Tab”, use the drop down box
and select one or more referralsin the “ Services Referred To” area
or
Document the referral in the text field of the (Family Comments)
section in the compuiter.

Referralsfrom Other Agencies

Local agencies are encouraged to provide other health and socia service
programs in their geographical areawith WIC éligibility information; the
location, telephone number(s), and hours of local WIC clinics; and WIC
application forms. Local agencies are encouraged to have staff of these
referring agencies help WIC applicantsto fill out the application forms.
Local agencies are a so encouraged to provide the referring agency with
subsequent follow-up information on the applicant’s WIC application and
certification.

Coordination of Services
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Local agencies are encouraged to refer all eligible applicants to the Alaska
Medicaid Program, which includes Denali KidCare. Application is made
through local offices of the State of Alaska, Department of Health and
Socia Services, Division of Public Assistance. For those who qualify,
Medicaid provides an access to a broad range of medical care for
applicants. It can help assure adequate prenatal care for expectant mothers,
aswell as provide for complete screening and provision of any necessary
medical treatment for children under the age of twenty-one through the Early
Periodic Screening, Diagnosis, and Treatment Program (EPSDT).

Eligibility standards for Medicaid are complex. With some exceptions,
eligibility for Medicaid is linked to eligibility for public assistance
programs (Adult Public Assistance, Supplementa Security Income, Alaska
Temporary Assistance Program, and so on). Applicants do not need to be
recipients of these programs, but they do need to meet the eligibility
requirements. Eligibility for Medicaid may be retroactive for up to three
monthsif the applicant met the eligibility requirements during those months.
Income limits for Medicaid eligibility vary depending on the status of the
applicant. It isindexed to the federal poverty standard (for Alaska) whichis
adjusted annually. The dollar maximum for income is a percentage of the
federa poverty standard, however, programs may have different rules
defining income.

Medicaid eligibility is complex and a child may qualify even if their parent
or caretaker does not. When in doubt, refer. Referrals must be viawritten
material on Medicaid/DKC services and income guidelines.

Child Support Enforcement

Alaska s Child Support Enforcement Agency (CSEA) is located within the
State Department of Revenue. This agency provides assistance in locating
absent parents; establishing paternity; establishing a child support order;
establishing and enforcing medical support; enforcing, collecting and
maintaining child support payments; and reviewing and adjusting child
support orders. These services are available to any individual who is
responsible for a child’ s welfare. Services are automatically provided for
anyone receiving public assistance (ATAP), Medicaid or Foster Care,
others must apply for services. CSEA works cooperatively with other states
in enforcing child support orders throughout the nation.

There no fees for those receiving ATAP or medical assistance. CSEA
currently requests reimbursement for blood test services, attorney's fees and
process server fees. These fees are charged to the person responsible for
paying support. When another state isinvolved, any fees charged by that
state will be collected.
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I mmunization

CSEA does not provide assistance with visitation, custody or property
settlement matters. If an applicant/participant needs assistance with these
matters they should be referred to an attorney, Alaska Legal Services or the
court.

Hospitals

Local agencies are encouraged to devel op written cooperative agreements
with local hospitals. The agreement should ensure that potentially eigible
individuals that receive inpatient or outpatient prenatal, maternity, or
postpartum services, or that accompany a child under the age of five who
receives well-child services, are informed of the availability of WIC
services.

Local agencies are encouraged to provide opportunities for individuals who
may be ligible for WIC servicesto be certified within the hospital.

Physicians, Public Health Nurses and other Health Care Providers

L ocal agencies are encouraged to provide local health care providers with
outreach information such as brochures and posters, and to develop written
cooperative agreements with these health care providers. The agreement
should ensure that potentially eligible individuals that receive outpatient
prenatal, maternity, or postpartum services, or that accompany a child under
the age of five who receives well-child services, areinformed of the
availability of WIC services available in their community.

Head Start and Child Care Food Programs
Local agencies are encouraged to devel op written cooperative agreements
with their local Head Start agency, and through it with the Child and Adult
Care Food Program. The purpose of these agreementsisto facilitate the
delivery of nutrition services by:

Removing barriersto application for services

Reducing duplication and thereby increasing effectiveness and

efficient use of resources

Improving service delivery methods

WIC Immunization Screening and Referral Requirements

WIC' srole in immunization screening and referral is to support existing
funded immunization activities. The Immunization Program in each State is
the lead agency in immunization planning and screening, and is responsible
for design of immunization systems.

WIC State and local agencies must devel op plans to coordinate with
providers of immunization screenings so that children participating in WIC
are screened and referred for immunizations using a documented
immunization history. This must be implemented by March 1, 2003.
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The purpose of the minimum screening and referral protocol isto identify
children under age two who may be at risk for under-immunization. Itisnot
meant to fully assess a child’simmunization status, but allows WIC to
effectively fulfill its role as an adjunct to health care by ensuring that
children who are at risk for under-immunization are referred for
appropriate care.

Minimum Screening and Referral Protocol

1. When scheduling WIC certification appointments for children under
the age of two, advise parents and caretakers of infant and child
WIC applicants that immunization records are requested as part of
the WIC certification and health screening process. Explain to the
parent/caretaker the importance that WIC places on making sure that
children are up to date on immunizations, but assure applicants that
immunization records are not required to obtain WIC benefits.

2. Atinitial certification and all subsequent certification visits for
children under the age of two, screen the infant/child’ simmunization
status using a documented record. A documented record is arecord
(computerized or paper) in which actual vaccination dates are
recorded. Thisincludes aparent’s hand-held immunization record
(from the provider), an immunization registry, an automated data
system, or aclient chart (paper copy).

3. At aminimum, screen the infant/child’ s immunization status by
counting the number of doses of DTaP vaccine they have received in
relation totheir age,  according to the following table:

By 3 months of age, theinfant/child should haveat least 1 dose of DTaP.
By 5 months of age, theinfant/child should have at least 2 doses of DT aP.
By 7 months of age, theinfant/child should have at least 3 doses of DT aP.
By 19 months of age, the infant/child should have at least 4 doses of DTaP.

4, If the infant/child is not fully immunized: (1) provide information
on the recommended immunization schedule appropriate to the
current age of the infant/child, and (2) provide referral for
immunization services, ideally to the child’ s usual source of
medical care.

5. If adocumented immunization record is not provided by the
parent/caretaker: (1) provide information on the recommended
immunization schedule appropriate to the current age of the
infant/child, (2) provide referral for immunization services,
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ideally to the child’ s usual source of medical care, and (3)
encourage the parent/caretaker to bring the immunization record to
the next certification visit.

Village health aides conduct screening and IMMUNIZE WIC children
using a documented immunization history for the villages. Therefore,
village clinics are NOT required to assess immunization records for these
children who receive WIC services by mail. Thisincludes those
receiving mailed warrants and MOV food packages.”

Immuni zation documentation is done in the computer’ s “Immunizations’
box on the “Certification Tab”. Documentation of immunizations for
children under age two is done by putting a notation by “ Current” if
immuni zations are up to date; a notation by “Records’ if the immunization
record was seen and a notation by “Referred” if no record was seen or if
the immunizations are not up to date.

APPLICATION PROCESSING STANDARDS, CERTIFICATION
PERIODS, AND RECERTIFICATION

Applicant Notification Standards

The date of application is the date the applicant calls or visits the local
agency during clinic office hours to make an oral or written request for
program benefits; or when amailed application from areferral client
without accessto aWIC clinic is received by the local agency. To ensure
that accurate records are kept of the date of application for benefits, the
local agency must, at the time of the call or visit, or receipt of the mailed
application, record the applicant's name, address, and the date. Mailed
applications should be date stamped on the day they are received. The
remainder of the information necessary to determine eligibility can be
obtained at the time of certification. The local agency must act on
applications within the timeframes described below.

High Nutritional Risk Applicants - 10 Calendar Days

Pregnant women eligible as Priority | participants, infants under six months
of age eligible as Priority | participants, homeless applicants, and migrant
farmworkers and their family members who plan to leave the jurisdiction of
the local agency, must be notified of their eigibility or ineligibility within
10 calendar days of the date of the first application for program benefits.

If alocal agency is unable to meet the 10 calendar day processing standard
for these applicants, the local agency must make a written request to the
state agency for an extension to 15 calendar days. The written request to the
state agency must include a justification of the need for an extension.
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All Other Applicants - 20 Calendar Days

All other applicants must be notified of their digibility or ineligibility
within 20 caendar days of the date of the first application for program
benefits.

Warrant |ssuance Standards

Local agencies must issue WIC warrants to the participant at the same time
asthe notification of certification. The warrants must provide benefits for at
least the next 30 days and be redeemable immediately upon receipt by the
participant when he or sheis certified. Local agencies may mail the
warrants with the notification of certification to those participants who meet
the criteriafor the receipt of WIC warrants through the mail. Thisincludes
participants receiving services at satellite clinics that do not have computer
equipment on-site to print warrants.

Written Procedures for Appointments, Warrant Issuance, and Nutrition
Education

Local agencies are required to have written procedures on |late and missed
certification appointments, warrant pick up, and nutrition education.

For late or missed certification appointments, the written procedures should
specify how late istoo late to be processed, how soon rescheduling should
occur, and how a no-show will be followed up (i.e. telephone call or
letter).

For missed nutrition education sessions, the written procedures should
specify how warrant issuance will be handled if session is missed, how late
istoo late to enter the classroom, how soon rescheduling should occur, and
how ano-show will be followed up.

Certification Periods
Local agencies are authorized to certify participants for the following
periods:
Pregnant women: for the duration of their pregnancy and for up to six
weeks postpartum.
Postpartum women: for up to six months postpartum.
Breastfeeding women: for a period of up to one year postpartum, or
until she stops breastfeeding, ending with the breastfed infant's first
birthday.
Infants: for intervals of 6 months. Infants under 6 months of age may
be certified for a period extending up to the first birthday provided
height, weight, hemoglobin and diet is assessed 6 months after the
initial certification.
Children: for intervals of approximately six months and ending with
the end of the last 30-day warrant issuance period before a child
reaches the fifth birthday.
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A pregnant woman whose pregnancy did not end in alive birth can be
certified for up to six weeks postpartum, and can be reassessed for
postpartum WIC benefits at the end of that period. If sheisstill income-
eligible, meets residency requirements and meets nutritional risk criteria,
sheiseligibleto be recertified for up to six months postpartum.

Subsequent Certification(s)
The procedures followed in recertification are the same as those for initial
certification.

Each participant must be notified in writing, at least 15 days before the
expiration of each certification period, that eligibility for the Program is
about to expire. Before the certification period ends, eligible participants
must be scheduled for recertification screening. Local agencies are
responsible for determining how appointment scheduling will be conducted
based on local procedures, space, and staffing.

In cases where there is difficulty in appointment scheduling for
recertification, the certification period may be shortened or extended by a
period not to exceed 30 days for breastfeeding women, infants and children
under the age of five. Postpartum women who participated in the program
during their pregnancy must be screened for recertification within six weeks

postpartum.

Local agencies are responsible for determining how appointment scheduling
will be conducted based on local procedures, space, and staffing. Local
agencies must ensure that participants enrolled in WIC do not receive
preferential treatment in scheduling for recertification appointments. If a
local agency is unable to meet processing standards in scheduling new
applicants, the following options may be considered: 1) Assign one-half of
the appointments to new applicants and one-half for recertifications; 2)
provide open clinics for walk-in appointments; 3) consider additional site
locations or additiona staff.

When alocal agency has waiting lists, applicants going through
recertification must be placed on the waiting listsin the same order as
applicants applying for benefits for the first time, i.e., participants eligible
for recertification screening must not receive preference over new
applicants.

Denial or Termination of Benefits
If an applicant or participant is not (re)certified, local agencies must follow
these steps:
- Explain to the applicant or participant the reason(s) for the denial
or termination of benefits.
Make appropriate referrals where the applicant may receive other
assistance.
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Complete aNotification of Indligibility on the form included at the
end of this chapter. Give or mail acopy to the applicant.

File the formsfor ineligible applicantsin an Ineligible file. File the
formsfor participants who are not recertified in their individual
files.

Mid-Certification Termination

A WIC participant may be terminated during a certification period when the
participant no longer meets eligibility requirements. Program benefits may
be continued until the end of the 30 day period in which categorical
ingligibility begins. A participant no longer meets eligibility requirements

when:

A child reaches hig/her fifth birthday.

A woman is over six months postpartum and not breastfeeding.

A breastfeeding woman is over six months postpartum and has
discontinued breastfeeding.

A woman has breastfed an infant to one year of age.

A participant has achieved a standard of health at which he/sheis
no longer determined to be at nutritional risk.

A participant has a change in income status and is over the income
criteria.

A participant fails to keep two or more consecutive WIC
appointments to receive WIC warrants and does not notify the
clinic in advance.

A participant commits verified and documented program abuse.
Participant abuse includes, but is not limited to, intentionally
making false or miseading statements or intentionally
misrepresenting, concealing or withholding facts to obtain benefits;
sale or exchange of supplemental foods or food warrants with other
individuals or entities; receipt from food vendors of cash or credit
toward the purchase of unauthorized food or other items of valuein
lieu of authorized supplementa foods; and physical abuse, or threat
of physical abuse, of clinic or vendor staff.

The state agency experiences food funding shortages, and there are
no alternatives. If possible, benefits will be withheld with the
expectation of providing benefits again when funds are available. If
more drastic action is warranted, then participants whose hedlth
and nutritional status would be least impaired will be disqualified
first.

Notification of Termination/Ineligibility

A participant found ineligible for the program at any time during or at the
end of a certification period must be advised in writing 15 days before
termination of eligibility, of the reasons for ineligibility, and of theright to a
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fair hearing. Notification should be given on the Notification of
Ineligibility form found at the end of this chapter.

Termination for Failure to Pick Up Warrants or to Return Mailed Warrant
or Food Box Receipts

Participants who fail to pick up food warrants for two consecutive warrant
issuance intervals may be terminated from the program. For example, if a
participant is issued warrants at monthly intervals and fails to pick up
warants for two consecutive months, she may be terminated. If the issue
interval istwo months or three months, then failure to pick up warrants for
two consecutive two month or three month intervals may result in
termination. Similarly, participants who fail to acknowledge the receipt of
mailed food warrants or boxes by mailing signed receipts to their local
agency for two consecutive pick-up periods may be terminated from the
program.

Advising the participant of the consequences of failure to pick up food
warrants or return signed receipts, and advising them of their appeal rights
at the time of certification, fulfills the notification of termination
requirement. An additional written notification does not have to be sent to
the terminated participant, although this may be done at the discretion of the
local agency.

Termination Due to Funding Shortages

When benefits are discontinued due to funding shortages, new participants
will not be enrolled during that period. Advance notice of the affected
categories of participants will be provided by the state agency if benefits
are to be discontinued mid-certification due to fund shortages. Local
agencies must notify these individuals about this action as well as about
their right to afair hearing. The notification must be in writing and received
by the participant not less than 15 days before the termination of
certification.

Transfer of Certification

Local agencieswill issue a Transfer of Certification Letter -V erification of
Certification (VOC) document from the AKWIC computer system to any
WIC participant who will likely be relocating during a certification period.
To ensure the continuous service to these individuals, local agencies will
automatically issue aVOC to specia populations, migrants and the
homeless when they are certified.

WIC staff must fill in the Last checks Issued Dates and the Nutritiona Risks
on the VOC out completely, to ensure that there are no delays in processing
the participant at the receiving local agency. Nutritional risk conditions
must be specified by name on the VOC, instead of using codes.
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Receiving local agencies must accept valid VOC documentation from
individuals participating in the WIC Program under another local agency
within or outside of the jurisdiction of Alaska, regardless of whether or not
the person meets Alaska's eligibility criteria. A VOC is not required when
transferring from another agency within the state of Alaska, as participants
can be transferred through the AKWIC computer system.

The VOC isvalid until the certification period on the document expires.
The VOC must be accepted as proof of nutritional risk and income
eligibility for WIC Program benefits. However, identity and residency must
still be documented. The participant should be asked if they still have any
unredeemed food instruments from their former agency in their possession.
If they do, the participant should turn them in to the new agency. They
should be mailed to the former agency by the new agency.

Even incomplete VOCs must be accepted, as long as they have the three
pieces of information specified in WIC federa policy--the participant’s
name, the date that the participant was certified, and the date that the current
certification expires. Federa regulations require that VOC documents
contain the date of the income determination. Even if the date of income
determination is not present on the VOC of atransfer, the receiving local
agency must accept the VOC as proof of program eligibility aslong asthe
person’s name and dates of certification are present, and the certification
period has not expired. If the VOC lacks a date for income eligibility
determination, the receiving local agency is not obligated to perform an
income determination until the VOC expires and the transferee makes
application for recertification.

If the VOC isvalid, the issuance of warrants should not be delayed.
Participants holding VOC documents have aready been certified for WIC
and have aright to complete their certification periods (as funding permits).
The transferring participant must be placed on any waiting list ahead of all
other applicants in their priority group.

To expedite the reentry of a participant another local agency within or
outside of the jurisdiction of Alaska, it may be necessary for the new local
agency to contact the old agency for information missing from the VOC or
other additional information. The old local agency must cooperate by
providing the information requested in an expeditious manner. If the VOC is
incomplete and the local agency is unable to get the information needed,
staff should treat the transferring participant as a new applicant, perform a
complete assessment themselves, and enroll the individual if sheisfound
eligible.

When an individual applying for benefitstells aloca agency that she and/or
her child are currently certified at another local agency in the State of
Alaska, the individual must be asked to fill out aWIC Family Information
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form and sign it, indicating that she gives permission to transfer medical
information. This allows the agency to obtain a copy of the participant’ sfile
from the other local agency through the statewide WIC computer system.
The other local agency may request a copy of the signed form if required by
the agency’ s legal counsdl.

Waiting Lists

If the state agency experiences food funding shortages, it will notify local
agencies that waiting lists of persons applying for services must be kept. In
no case can an applicant who requests placement on awaiting list be denied
inclusion. Individuals may visit the local agency or make a telephone
request for placement on the waiting list. Applicants for recertification
screening should be placed on the same waiting list as new applicants (i.e.,
recertifications do not take priority over new applicants). Persons placed
on awaiting list should receive notification of their placement on the
waliting list within 20 days of the time that she/he applies for services.

The person’s name, address, phone (or message phone), status (pregnant,
breastfeeding, age) and application date should be recorded on the
appropriate waiting list which establishes the order in which clients will be
contacted. Clientswill be contacted from the list in the following order:
Persons transferring from another WIC clinic who are till within a
certification period. When an opening occurs, transferring
participants must be served ahead of al other applicants on the
waiting list for their priority group, regardless of their priority. If
the certification period has expired, they are to be treated as all
other applicants for certification.
Infants and pregnant and breastfeeding women with known
nutritional risk which would qualify them as Priority | applicants.
Infants, birth to 6 months, classified as Priority 11 because they
were born to WIC mothers or women with known high-risks
conditions.
Children with known medical risks which qualified them as
Priority 111. The state agency may develop subpriorities for Priority
[11 children if necessary.
All infants and pregnant and breastfeeding women other than those
with Priority | or 1l risks.
High risk postpartum women qualified as Priority I11.
All children other than those with Priority 111 risks.
Postpartum women other than those with Priority 111 risks.

It may be necessary for the state agency to establish subcategories within
priorities during serious casel oad reductions when waiting lists are
extensive and only afew new clients are being accepted.
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All applicants placed on awaiting list are to be provided with information
on other food assistance programs.

Dual Participation
Each program participant, parent or caretaker must be informed of the
illegality of dua participation.

Federal regulations make both the local agencies and the state agency
responsible for the prevention and detection of dual participation within
each local agency and between local agencies. The state agency reviews
dual participation reports from the AKWIC computer system semi -annually
to identify possible dual participants, and works with involved local
agenciesto investigate. Follow-up of suspected dual participation is done
within 120 days.

Local agencies will be notified of possible dual participation detected by
the state agency through the semi-annual dual participation report. Each
local agency must work with the other clinic or agency to investigate the
report. Local agencies must report the results of their investigation to the
state agency.

A participant found in violation due to dual participation will be
immediately removed from one of the agencies or clinics. Where deliberate
misrepresentation isinvolved, and it has been verified and documented, the
state agency must be notified. The participant will be terminated from both
programs for one year, and may be prosecuted under law, and have to pay
back benefitsreceived, if it is verified that the participant has intentionally
lied or withheld the truth.

Mandatory one year disqualification from the program will not be applied if
the participant pays back benefitsin full or arepayment scheduleis agreed
on, or in the case of a participant who is an infant, child, or awoman under
age 18 with an approved designated proxy.

Social Security Numbers

It isessential to obtain socia security numbers on application forms for al
applicants. Pregnant, postpartum and breastfeeding women should put their
social security numbers on the “Family Information” form they fill out as
part of their application. Social security numbers for infants and children
should be put on their individual application forms by a parent or guardian.
Socia security numbers should be entered in the computer file of each
participant. They play an important role in the detection of dual
participation.

Separate social security numbers should be obtained for each applicant. An
applicant cannot use their spouse’ s social security number, and a parent’s
socia security number cannot be used for achild. If the applicant does not
have a socia security number, the field for the number should be left blank.
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Most children in Alaska have social security numbers, because they are
necessary for obtaining a Permanent Fund Dividend.

Local agency staff should screen applications for obvioudly inaccurate
socia security numbers. For example, asocia security number of 123-45-
6789 or 111-11-1111 is unacceptable.

Participant Rights and Responsibilities

At every certification and recertification each program participant, parent
or caretaker must read, or have read to him or her, the statementsin the “My
WIC Rights and Responsibilities. section of the WIC Family Information
form. They must then sign the form. It should be kept in the paper file.

If an applicant or participant needs the information in alanguage other than
English, reasonable steps must be taken by the local agency to provide the
information verbally or in writing in an appropriate language.

Fair Hearing Procedures

Fair Hearings are ameans for individual s to appeal a state or local agency
decision which resultsin denial of participation or disqualification from the
program, or aclaim against the individual for cash value of improperly
obtained benefits.

Notification of Appeal Rights

At the time an application for certification to the WIC Program is denied,
the applicant or participant must be notified of the right to afair hearing.
The notice must be given in writing via the Naotification of
Termination/Ingligibility, and, if necessary, verbally, in order to assure that
these rights are fully understood. A copy of the form must be placed in the
local agency ineligible file or the participant’ sfile.

If aclaim is made against an individual for cash value of improperly
obtained benefits, the applicant must be informed of the claim in writing,
and must be notified in writing of the right to afair hearing.

Provision must be made to insure that non-English speaking recipients gain
full understanding of their rights.

Request for Hearing

A request for a hearing is defined as any clear expression to the local or
state agency by the individual, the individual's parent, caretaker, or other
representative, that he or she desires an opportunity to present his or her
case to a higher authority.
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Theindividuals listed above must make arequest for afair hearing within
60 days from the date on the Notification of Termination/Ineligibility form
or the letter. Anindividual may make an application for afair hearing
verbally. Thelocal agency must immediately transmit the request in writing
to the state agency Civil Rights Coordinator.

Denia or Dismissal of a Hearing Request
The only circumstances in which the state agency must deny or dismissa
hearing request are:
The request is not received within 60 days from the date on the
Notification of
Termination/Indigibility form, or the date of the letter informing an
individual of aclaim for cash value of improperly obtained
benefits.
The request is withdrawn in writing by the appellant or a
representative of the appellant.
The appellant or representative fails, without good cause, to appear
at the scheduled hearing.
The appellant has been denied participation by a previous hearing
and cannot provide evidence that circumstances relevant to
program dligibility have changed in such away to justify a hearing.

Continuation of Benefits

Except for participants whose certification period has expired, participants
who appeal the termination of benefits within the 60 days advance notice
period must continue to receive program benefits until the hearing official
reaches a decision or the certification period expires, whichever occurs
first. Applicants who are denied benefits at initial certification or because
of the expiration of their certification may appeal the denial, but will not
receive benefits while awaiting the hearing.

Hearing Officia

Hearings must be conducted by an impartial official, such as the Director of
the Division of Public Health or his/her designee, who does not have any
personal stake or involvement in the decision and who was not directly
involved in the initial determination of the action being contested.

Conduct of the Hearing

The state agency must ensure that the hearing is accessible to the appel lant
and is held within 30 days from the date the state or local agency received
the request for a hearing. The state agency must provide the appellant with a
minimum of 10 days advance written notice of the time and place of the
hearing and must enclose an explanation of the hearing procedure with the
notice. Hearings may be conducted by telephone. The state agency must also
provide the appellant or his or her representative an opportunity to:
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Examine, prior to and during the hearing, the documents and
records presented to support the decision under appedl;
Be assisted or represented by an attorney or other persons;
Bring witnesses;
Advance arguments without undue interference;
Question or refute any testimony or evidence, including an
opportunity to confront and cross-exami ne adverse witnesses,; and
Submit evidence to establish all pertinent facts and circumstances
in the case.
If the Hearing Official determines that an independent medical assessment
or professional evaluation is relevant and necessary he, or she, may order,
and the program will pay for, an evaluation from a source mutually
satisfactory to the appellant and the state agency.

The Hearlng Official isresponsiblefor:
Ensuring that all relevant issues are considered:
Requesting, receiving and making part of the hearing record all
evidence determined necessary to decide the issues being raised;
Regulating the conduct and course of the hearing consistent with
due process to ensure an orderly hearing; and
Rendering a hearing decision which resolves the dispute within 45
days of the receipt of the request for the hearing.
The hearing will be conducted by the Hearing Official in an informal
atmosphere. While the basic rules of order pertaining to such proceedings
will be followed, that claimants may not be familiar with the rules of order.
The Alaska WIC Program will make these fair hearing procedures
available for public inspection and copying upon written or verbal request.
Thus every effort must be made to arrive at the facts of the casein away
that makes the claimant feel most at ease.

The Hearing Official must make a decision based upon the application of
appropriate Federal law, regulations and policy as related to the facts of the
case as established in the hearing record. The verbatim transcript or
recording of testimony and exhibits, or an officia report containing the
substance of what transpired at the hearing, together with all papers and
requests filed in the proceeding, constitute the exclusive record for afind
decision by the Hearing Official. The state agency will retain the hearing
record and make these records available, for copying and inspection, to the
appellant or representative at any reasonable time upon written or verbal
request.

The decision must include a statement of the issue being appealed, findings
of fact (including supporting evidence and pertinent regulations or policy)
and afinal decision. The decision will become a part of the record.

Within 45 days of the receipt of the request for the hearing, the state agency
must notify the appellant or representative in writing of the decision and the
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reasons for the decision. If the decision isin favor of the appellant and
benefits were denied or discontinued, benefits must begin immediately. If
the decision isin favor of the agency, as soon as administratively feasible,
the local agency must terminate any continued benefits, as decided by the
hearing official.

The state and local agencies must make al hearing records and decisions
available for public inspection and copying; however, the names and
addresses of participants and other members of the public must be kept

If the appellant expresses an interest in pursuing a higher review of the
decision, the state agency must explain the right to pursue judicia review of

PARTICIPANT NONCOMPLIANCE AND ABUSE

Preventing Participant Noncomplianceand Abuse
At the time of certification, local agency staff must inform WIC participants
or parents/guardians of the following:

rights and responsibilities,

appropriate use of WIC foods and WIC warrants;

actions which constitute noncompliance/abuse;

consequences of noncompliance and abuse.
Participants should be encouraged to ask questions. Reasonable steps
should be taken to provide the information in alanguage other than English
when necessary. Local agency staff are encouraged to convey the message
that quality WIC services depend on a partnership between the participant,

Proceduresin Cases of Participant Noncompliance and Abuse
Theloca agency coordinator or designated staff must assess information
and circumstances relating to participant noncompliance or abuse on a case-

Therole of local agency staff isto meet with the participant or
parent/guardian and find out what took place. Staff should provide the
agency’ s view asto whether the report of violation has merit, and the
reasons the report was made. The participant’ s viewpoint must be
documented in writing in the participant’ s file, usng the AlaskaWIC
Program Improper Action Report form included at the end of this chapter.
A copy must be given to the participant.

Judicial
Review
confidential.
the decision.
Preventing
Noncompliance
and Abuse
vendor, and WIC staff.
by-case basis.
A. Noncompliance
Procedur es:

Noncompliance

Noncompliance is defined as failure on the part of the participant or
parent/guardian to follow program rules. Intent and knowledge on the part
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of the participant may or may not be present. Examples of noncompliance
areasfollows:

Participant gives inaccurate income information on application.
Participant does not understand all types of incometo report. After
corrections, participant still qualifies for benefits.

Participant attempts to buy unauthorized foods, or excess amounts
of foods, as aresult of lack of information or understanding, such
as having trouble adding up ounces and total amount exceeds
amount alowed.

Participant gives WIC foods to a neighbor so they “will not go to
waste”. Participant is not aware she does not have to buy every
item in the amounts listed on the WIC warrant.

Participant presigns her warrants and then presentsthemto a
vendor.

Participant asks an unauthorized person to cash WIC warrants on
her behalf.

Actions to be Taken in Cases of Noncompliance

First incident: Provide thorough education about rules and procedures,
review rights and responsibilities, and document the incident in
the participant’ s file on the Alaska WIC Program Improper Action
Report. Have it signed by the participant, or the parent/guardian,
and give them acopy. Verify that thereis asigned rights and
responsibilities statement in the participant’ sfile.

Multiple incidents: Issue averbal or written warning. Document it in
the participant’sfile. If it is determined that the participant acted
with intent and knowledge, that actions were persistent and/or
coercive, and/or that actions involved improper receipt or misuse
of benefits, the local agency may impose an appropriate sanction.

B. Dual Participation

Dual participation is defined as having a participant enrolled at multiple
Sites at the same time.

Actions to be Taken in Cases of Dual Participation

First incident: An example of aninitial incident of dual participation
iIswhen a participant enrolls at a second local agency without
notifying the first agency. Warrants from one local agency was
received and cashed. Participation must be immediately
terminated from the previous Loca Agency where the participant
isenrolled. Also, participants should be provided with a thorough
education about rules and procedures, rights and responsibilities.
Document the incident in the participant’ s file on the Alaska WIC
Program Improper Action Report form. Have it signed by the
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Procedures:
Abuse

participant, or the parent/guardian, and give them acopy. Verify
that there is a signed rights and responsibilities statement in the
participant’sfile.

Multiple incidents: Participants intentionally participating in multiple
sites shall receive a mandatory one year disqualification and
repayment of benefits will be required. The mandatory
disqualification may not be imposed if, (1) full restitution is made
or arepayment schedule is agreed upon, or, (2) in the case of a
participant who is an infant, child, or under age 18, local agency
approves the designation of a proxy. A participant may reapply
before the end of a mandatory disqualification period if full
restitution has been made or a repayment schedule agreed upon or,
in the case of a participant who is an infant, child, or under age
18, local agency approves the designation of a proxy.

C. Abuse

Abuse is defined as violations of WIC program rules or regulations
knowingly and with intent, carried out by the participant or parent/guardian
of aparticipant, which result in improper receipt or misuse of benefits, or
actions taken which threaten or cause harm. Examples of abuse are as
follows:

Making false or misleading statements or intentionally
misrepresenting, concealing, or withholding facts to obtain benefits.
Exchanging WIC warrants or WIC foods for cash, credit, non-food
items, or unauthorized food items, including supplementa foodsin
excess of those listed on the participant's food instrument.
Threatening to harm or physically harming clinic or vendor staff.
Using afacsimile or photocopy of a WIC warrant to obtain
additional supplemental foods.

Using astolen WIC warrant.

Altering aWIC warrant or using an altered WIC warrant.

Giving aWIC warrant to a person other than a WIC participant for
whom the warrant was issued.

Giving foods that were purchased with a WIC warrant or mailed
WIC foods to a person other than a WIC participant for whom the
WIC warrant was issued.

Cooperating with another person in doing an act described in this
section.

Repeated violations of WIC program regulations.

Actions to be Taken in Cases of Abuse
First incident: I1ssue written administrative warning that more sanctions will
be imposed if the violation continues or there are other violations.
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Provide thorough education about rules and procedures, review rights
and responsibilities, and document the incident in the participant’s
file. Verify that there isa signed rights and responsibilities statement
in the participant’ s file. Complete an Improper Action Report form
and have it signed by the participant or parent/guardian. Give a copy
to the participant, send a copy to the state agency Civil Rights
Coordinator, and retain the origina in the participant’sfile.
Multipleincidents. If aperson repeated violated program rules and
knowingly commits one or more of the program abuses listed above, the
local agency will impose one or more of the following sanctionsin
progressive order of severity:
- Require the violator to bring in the sales dip for the WIC foods
purchased in the previous month at each subsequent appointment.
If the violator is a person who has applied for WIC benefits on
behalf of another, or isacting asa WIC aternate, disqualify the
violator from acting as a representative for the WIC participant.
If the violator is a participant under 18 years of age rather than an
aternate for aWIC participant, require the violator to receive and
use WIC warrants through a responsible proxy.
Require the violator to work at the WIC clinic, as avolunteer for a
designated amount of time that is appropriate to the improperly
obtained benefits.
Ask the violator for repayment of the cash value of the improperly
obtained benefits.
Disqualify the violator from participating in the WIC program for
oneyear if the participant is assessed a claim of > $100 or
assessed a second or subsequent claim of any amount.

If the violator is asked for repayment of the cash value of improperly
obtained benefits, the local agency must advise the person in writing of the
reason(s) for the claim against him/her, the value of the improperly issued
benefit which must be repaid and the right to afair hearing. Any repayment
of food benefits from a participant must be sent by the local agency to the
state office, in the form of acheck written by the participant. If the local
agency deposits a check written by the participant, the local agency must
send a check in the amount of the repayment to the state office. Reduction of
future benefits by an amount equal to the dollar value of the improperly
obtained benefitsis not permissible.

False Reportsof Lost or Stolen Warrants
Local agencies may replace warrants which a participant reports as lost or
stolen. This policy isdiscussed in detail in Chapter 4. Following isthe
procedure for Lost or Stolen warrants.
The state agency will check warrant redemptionsto seeif the lost or
stolen warrants have been redeemed. A monthly Redeemed Void
Warrants report will be provided by the state agency to local agencies.
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Theloca agency must review the redeemed void warrant report and
determineif participant abuse has occurred. Local agency actions may
include the following:

- If warrants are improperly documented as “void/lost/stolen” in
the AK computer system, Local Agency must correctly
document which warrants should be voided or unvoided.

If the warrants originally reported by the participant as lost or
stolen have been redeemed, but none of the replacement
warrants have been redeemed, the local agency should inform
the participant of this and ask the participant to return the
second set of warrants. These warrants should be voided.
If some or al of both sets of warrants have been redeemed, the
participant should be given awarning that sanctions will be
imposed if the violation recurs. The local agency should
document this on the Alaska WIC Program Improper Action
Report form. A copy should be given to the participant and a
copy should be placed in the participant’ sfile.
If the participant repeats the offense, repayment of extra
benefits shall be required.
If the participant is assessed aclaim of > $100 or assessed a
second or subsequent claim of any amount, the violator is
disqualified from participating in the WIC program for one
year.
If the participant’s certification period is over, the participant
should be asked in writing to pay back the amount of the
improperly obtained benefits. If the participant does not
respond to the demand |etter of repayment, the state agency will
determine the cost effectiveness of pursuing the repayment. Any
payments received by the local agency must be submitted to the
state agency.
Participants have the right to a Fair Hearing if they feel they
have been treated unfairly.
Actions taken by the local agency must be described on the Redeemed
Void Warrants report. A copy of this report must be submitted to the
state agency by the end of the following month, with copies of the
Improper Action Report and Lost or Stolen Warrant Report form signed
by the participant, if applicable.

Determination of Appropriate Sanctions

Parti cipants are sanctioned a mandatory one year disqualification for
violations resulting in claim of > $100 and for any second or subsequent
violations unless a repayment is made or a proxy is allowed for participants
under the age of 18. In applying other sanctions, the local agency must
determine the severity of the violation. The local agency should consider
the factors listed below in the progressive order of seriousness:

Page 1-48
Revision date12/16/2004



Appeal of
Sanctions

Notifying
Police

Protecting
Civil
Rights

Chapter 1 - Eligibility, Certification and Coordination of Services

The dollar value of WIC foods or WIC warrants that were improperly
obtained as aresult if the violation was less than $100.

The violator acted intentionally.

The dollar value of WIC foods or WIC warrants improperly obtained as
aresult if the violation was greater than $100.

The violator had previously violated program regulations, or had
violated the laws or regulations governing another program of the
department for which éligibility isbased in whole or in part on need.
The violation was a part of a scheme to defraud the department or a
local agency, and involved collusion with a WIC vendor.

A participant may appeal the imposition of sanctions against the participant
or against a person that was acting on the participant's behalf through the
fair hearing procedure.

Sanctions must not be applied if the local agency knows of the violation
only through an anonymous complaint, unless the information is verifiable.
For example, alocal agency could verify a second source of income if the
name of the employer is known; sanctions could then be applied if the
second income was not reported on the participant’ s written application
form.

Notification of Police

Nothing in this section should be construed to limit or restrict the duty of a
local agency or other person to report a criminal violation to the proper law
enforcement authorities. If food warrants are redeemed by an individual
who is not aWIC participant or alternate, the police department must be
notified.

CIVIL RIGHTS
Protecting Participant’s Civil Rights
Local agencies are required to protect participants’ civil rights. They must:

Ensure that participation in the program is free from any exclusion
based on race, color, national origin, age, sex or handicap.

Provide WIC services without any difference in quality, quantity, or
manner in which WIC benefits are provided.

Issue WIC warrants in a place, time, or manner that does not result in,
or does not have the effect of denying or limiting the benefits on the
basis of race, color or national origin.
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Provide WIC services without segregating personsin clinic waiting
rooms or through appointment systems.

Apply the same eligibility criteriato all potentially eligible clients
applying for the program.

Maintain awaiting list that makes no distinctions on the basis of race,
color, or nationa origin.

Public Notification

The state agency takes positive and specific actions to assist local agencies
to implement a public notification program which encourages participation
and informs all potential participants, particularly minorities, of the
availability of the program. The public notification system must include
advising applicants and participants of the protection against
discrimination, and provide the procedure for filing a complaint.

Loca Agency Requirements
Local agencies are required to:

L ocal Agency
Requirements

Develop and implement outreach activities that inform minorities
or those with disabilities of the WIC program and WIC services.

Display the nondiscrimination poster, "And Justice For All," in

prominent places, such as clinic waiting rooms and other facilities
frequented by participants.

Ensure that al applicants or parents/guardians of child applicants
read and sign the “My WIC Rights and Responsibilities” section of
the WIC Family Information application form, in order to advise
potential participants that the WIC program is operated in a
nondiscriminatory manner.

Advise participants verbally and in writing to file complaints of
discrimination with the USDA, Director, Office of Civil Rights,
Room 326-W, Whitten Building, 14™ and Independence Avenue,
SW, Washington D.C. 20250-9410, or call 720-5964 (voice and
TDD).

Ensure handicapped applicants and participants access to WIC
services.

Make provisions, if needed, for trandators for participants who do
not speak English. Provide non English materials as appropriate.
Inform eligible or potentially eligible persons of clinic location,
hours of service, and ages served.

Make program regulations and guidelines available to the public on
request.

Upon request, provide participants, and potential participants,
accessto Civil Rights materials. Materials must include the
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Nondiscrimination
Statement
Required

procedures for filing complaints, program specifics, and rights of
participants and applicants.

Use the Nondiscrimination Statement below, and useit, in full, on
any public natification information your clinic sends out for the
purpose of public information, public education, or public
distribution.

“In accordance with Federal law and U.S. Department of
Agriculture policy, the WIC Program is prohibited from
discrimination on the bass of race, color, national origin, sex,
age, disability, or religion.

Tofileacomplaint of discrimination, write USDA, Director,
Office of Civil Rights, Room 326-W, Whitten Building, 1400

I ndependence Avenue, SW., Washington, D.C. 20250-9410 or
call (202) 720-5964 (voiceand TDD). USDA isan equal
opportunity provider and employer.”

If the material istoo small to permit the full statement to be
included, the material will at the minimum include the statement, in
print no smaller than the text, that states. “TheWIC Program is
an equal opportunity provider.”

The Department of Health and Social Servicesisrequiring WIC to
add “religion” to the covered bases. If acomplaint isreceived by
WIC that alleges discrimination on the basis of religion, the
Department will handle the complaint, not the USDA Office of
Civil Rights.

Convey the message of equal opportunity by displaying
photographs, posters, etc. of clients from different races and
national origins.

Provide outreach materials to organizations that provide services to
minorities or those with disabilities.

If asignificant number or proportion of the population eligible to be served

L anguages

Other needs service or information in alanguage other than English in order to be
effectively informed of, or to participate in, the program, then the local

agency should take reasonabl e steps, considering the size and concentration
of such population, to provide information in appropriate languages to such

persons. Thelocal agency must also ensure that all rights and
responsibilities listed on the certification form are read to these applicants
in the appropriate language.

Training
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New state and local agency staff must be briefed on civil rights rules during
orientation. The state agency Civil Rights Coordinator provides civil rights
training and updates to local agency coordinators, and provides training
materials on civil rightsto local agencies.

Annual Civil Rights In-service

The local agency WIC Coordinator must provide a Civil Rightsin-service

classto al local agency WIC staff once ayear. During thistraining session
the WIC coordinator must review civil rights materials found in the Alaska
WIC Policy and Procedure Manual, including:

Protecting client’ s civil rights.

Public notification.

Discrimination complaint procedures.
Racial-ethnic reporting.

Theloca agency WIC Coordinator must document in aWIC Clinic in-
servicefile:

Names of staff in attendance.
Brief summary of information provided.

Accommodation for the Handicapped
Local agencies are required to provide reasonable accommodation for the
handicapped in accordance with the Americans With Disabilities Act.

Data Collection and Reporting

Local agencies are required to collect and report participation in the WIC
Program by race and ethnicity. The purpose of this requirement is to ensure
that those who are eligible to receive program benefits, minoritiesin
particular, get what they are entitled to receive.

Local agencies must report actual participation data by racia/ethnic
category for each clinic, by recording this information in the WIC computer
system. Self-declaration is used to determine a participant's racial/ethnic
category. Participants must not be required to declare aracial/ethnic
category as a condition of program participation. If questioned, local
agency staff must explain to applicants and participants that the collection of
racial/ethnic identity information is strictly for statistical requirements only
and has no effect on the determination of their eligibility to participatein
the WIC Program.

If aparticipant or participant’s parent or guardian declinesto provide this
information, FNS 113-2, Section |11 A states that “visual identification shall
be used to determine a participant’ s racial/ethnic category”. It also states
that participants may be asked to self-identify their racia group but only if
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it has been explained, and they understand, that the collection of this
information is strictly for statistical reporting purposes only and has no
effect on determination of eigibility. If the WIC applicant chooses not to
self-identify, WIC staff must visually identify to determine the participant’s
racial ethnic category. WIC staff must include the participant in the group
to which he/she appears to belong or identifies with.

Racial/ethnic data and records must be accessible only by authorized
personnel.

Definitions of Racia/Ethnic Categories

American Indian or Alaskan Native - a person having originsin any of
the original peoples of North America (including Central America) and
who maintain cultural identification through tribal affiliation or
community recognition.

Asian — A person having originsin any of the original peoples of the
Far East, Southeast Asia, the Indian subcontinent including for example,
Cambodia, Laos, China, India, Japan, Korea, Malaysia, Pakistan, the
Philippine Islands, Thailand and Vietnam

Black or African American - (not of Hispanic origin) A person having
originsin any of the black racial groups of Africa. Terms such as
“Haitian” or “Negro” can be used in addition to “Black or African
American.”

Hispanic/Latino - a person of Mexican, Puerto Rican, Cuban, Central or
South American, or other Spanish culture or origin, regardless of race.
(A person could be Black but still be identified as Hispanic, because of
Hispanic culture or origin.) The term, Spanish origin,” can be used in
addition to “Hispanic or Latino.”

Native Hawaiian or Other Pacific Islander- A person having originsin
any of the original people of Hawaii, Guam, Samoa or other Pacific
Islands.

White - a person having originsin any of the origina peoples of
Europe, North Africa, or the Middle East.

Discrimination Complaint Procedure

Local agency staff must accept al discrimination complaints. Staff must
determine if the complaint should be classified as discrimination (i.e.,
based on race, color, national origin, age, sex, or handicap), or acomplaint
which shall be handled through the Fair Hearing procedure. Local agency
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staff must not determine if acomplaint isvalid, instead they must make sure
that the complaint is handled according to the following procedures.

Participants may make their complaint verbally or in writing. They may
make the complaint to their local agency, directly to the state agency, or
directly to the USDA.

Local agencies must immediately notify the state agency of any civil rights
complaint by aparticipant. The state agency Civil Rights Coordinator will
investigate the complaint, and notify the Secretary of Agriculture of the
complaint.

Loca agency staff must:

Accept all written or verbal discrimination complaints. If a participant
verbalizes but does not submit their complaint in writing, staff is
responsible for writing and sending the complaint to the state agency on
the Civil Rights Complaint form included at the end of this chapter.

Submit an anonymous complaint if the participant requestsit. Inthis
case, staff submits sufficient information to determine the identity of the
WIC local agency and the incident. If discrimination complaints are
received with reference to other WIC agencies within or outside of
Alaska, the same procedures for writing and submitting the complaint

apply.

Include the following information in the complaint:
- Name, address, and phone number of the complainant. (Do not
include if complaint is anonymous.)
Name of local agency.
Date and nature of the incident or action.
Basis on which the complaint has been filed, i.e., race, color,
Sex, €tc.
Name, title, and business address of persons with knowledge
of the incident.

All complaints alleging discrimination based on race, color, national origin,
age, sex, or handicap will be immediately referred by the state agency to the
Secretary of Agriculture, Washington DC.

Review of L ocal Agency Compliance

Local agency compliance with civil rights requirementsis reviewed as part
of the local agency management evaluation conducted bi-annually. Local
agency responsibilities in regard to nondiscrimination are included as part
of the written agreement between the state and local agency.
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Local agencies must describe the racial/ethnic composition of their service
areain their annual grant applications.
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ALASKA WIC PROGRAM IMPROPER ACTION REPORT
GIVE COPY TO PARTICIPANT

Agency: Date:
Participant Name: ID #
Parent/Guardian Name:

Local Agency Statement:

Signature of Authorized Local Agency Representative

Participant Voluntary Statement: If you would like to tell your side of what happened, please
write it here. (You are not required to write anything.)

Signature of Participant

If you feel you have been treated unfairly, you may ask for a Fair Hearing. WIC staff will tell you
about Fair Hearings and help you get one. Y ou must ask for the Fair Hearing within 60 days of the
date on thisform. The State WIC Director, 130 Seward St., Juneau, AK 99801, telephone 907-
465-3100, will also help you apply for aFair Hearing. At aFair Hearing you, afriend or a
relative can help give your side of the story.

The WIC Program is available to all without regard to race, color, national origin, sex, age or
disability. To fileacomplaint of discrimination, writeto USDA, Director, Office of Civil Rights,
Room 326-W, Whitten Building, 14" and Independence Avenue, SW, Washington DC 20250-
9410.

Local Agency Determination:
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[] Allegation not substantiated
[ ] Noncompliance and/or abuse

Finding:

[] Purchase of unauthorized items, or more foods than listed on warrants.

[ ] Dual participation.

[ ] Faseor miseading statements or omission of facts to obtain program benefits.

[ ] Saleor exchange of supplemental foods or warrants.

[ ] Receipt of cash or credit for warrants from food vendor.

[ ] Verbal abuse, threats or physical abuse of clinic or vendor staff.

[ ] Knowingly reporting falsely that warrants were lost or stolen, obtaining replacement warrants,
and cashing both sets of warrants.

[ ] Giving WIC foods to a person other than the participant for whom the foods were prescribed.

[] Other actionsleading to improper receipt or misuse of program benefits.

Describe:

)
8.
(725
o
S

Disqualify participant from program. Effective date:
Other. Describe:

[] Keep participant on program due to medical/nutritional concerns.

[ ] Provide additional education regarding rules and procedures.

[ ] Issueawarning.

[ ] Participant must bring sales dlip for WIC foods purchased to each WIC appointment.

[ ] Substitute shopper designated for participant. Name:

[ ] Participant or parent/guardian must work at WIC clinic as avolunteer to pay for benefits
improperly obtained.

[ ] Benefitswill be reduced by
for benefits improperly obtained.

[ ] Participant or parent/guardian must pay $ to the WIC Program for benefits
improperly obtained.

[ ] Suspend participant from program (Maximum suspension period: 3 months)
Suspension date: Suspension ends:

[]

[]
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NOTIFICATION OF INELIGIBILITY

Date:

Thank you for participatingin the WIC Program. Wehopethat WIC hashelped your family.
isnolonger abletoreceive WIC for of one of thefollowing

reasons:

Certification expired on ; WIC Program benefits may still be available.
Child isfive yearsold.

No longer pregnant.

Six months past delivery and not breastfeeding.

Stopped breastfeeding or 12 months past delivery.

Over income.

No nutrition risk that meets WIC guidelines.

Asked to be taken off the WIC Program.

Have moved to another service area.

Have not received WIC warrants for two consecutive months.
Other

[ o o

If you feel that this decision isnot fair, you may ask for a Fair Hearing by contacting the Civil Rights
Coordinator at (907) 465-3100 or in writing to the State of Alaska WIC Program at 130 Seward St., Juneau,
AK 99801. Y ou must ask for the Fair Hearing within 60 days from the date of thisletter. At the Fair
Hearing you, afriend or arelative can help give your side of the story.

The WIC Program is available to al without regard to race, color, national origin, sex, age or disability. To
fileacomplaint of discrimination, write to USDA Director, Office of Civil Rights, Room 326-W, Whitten
Building, 14™ and Independence Avenue, SW, Washington DC 20250-9410.

Please continue to take of advantage of other programs in your community that benefit your family.

Sincerely,

WIC Staff
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CIVIL RIGHTSCOMPLAINT REPORT
Alaska WIC Program

1. Complainant Name:
Address:
Telephone #:
2. Locd Agency:

3. Date and nature of the incident or action leading to complaint:

4. Basison which discrimination exists (race, color, national origin, age, sex, or handicap):

5. Name, title, and business address of individuals who may have knowledge of the
discriminatory action:

6. Date complaint forwarded to State WIC office:

7. Other information:

Signatureftitle of Person Completing Report Date

Signature of Person Filing Complaint Date

Forward origina to State WIC Office. Keep acopy for Local Agency files.

Signature of staff person who examined documents Date documents were examined
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NO PROOF FORM
Alaska WIC Program

The Alaska WIC Program requires each applicant to show proof or identification, residence
(address), and income. Proof of pregnancy is required for pregnant applicants. Please read the
following statement before signing this form:

| understand that by signing thisform, | am certifying that theinformation | am
giving WIC iscorrect. | understand that intentionally giving false information may
result in paying WIC back, in cash, the value of food benefitsimproperly received
and/or being removed from the WIC Program.

1. Thisformisfor: [ Jincome [ |Residency [ Jidentity [ IPregnancy

2. Reason for No Proof:

Applicant:

Signature Date
Staff:

Signature Date
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WIC Alaska Native/American Indian Income Certification

Applicant’s Name

If application isfor yourself:

| am amember of the

If application isfor aninfant or child:

tribe

Thischild isamember of the

tribe

ALASKA INCOME ELIGIBILITY GUIDELINES

(Effective from July 1, 2004 to June 30, 2005)

Twice-

Annual Monthly Monthly Bi-Weekly Weekly
Household Size
1 $ 21,516 $ 1,793 $ 897 $ 828 $ 414
> 28,879 2,407 1,204 1,112 556
3 36,242 3,021 1,511 1,394 697
Adoviiiiiiiiiiiiiinnnn, 43,605 3,634 1,817 1,678 839
B 50,968 4,248 2,124 1,962 981
TN 58,331 4,861 2,431 2,244 1,122
7 65,694 5,475 2,738 2,528 1,264
S T 73,057 6,089 3,046 2,810 1,405
Each Add'l
Member Add $ 7,363 $614 $ 308 $ 282 $ 142

If you are pregnant, add one to Household Size.

| certify that the family income does not exceed the maximum income for family size as shown in the table

above:

Signed:

Date
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